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SECTI ON 8.  STUDENT MANAGEMENT

8.1 STUDENT OVERVI EW

Access the MCAI M5 Student Managenent nodul e by clicking on the Student Cap
icon on the MCAIMS 32 Version 4.0 Main Menu wi ndow. The MCAIMS Student
Managenment wi ndow (Figure 8-01) opens with five options on the nenu bar:
File, Tables, Mintenance, History, and Reports).
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Fi gure 8-01. MCAI M5 St udent Managenent W ndow

Note the Main Menu button to the right of the Exit icon on the icon
bar. This button allows you to exit the current nodule and return to the
Mai n Menu wi ndow.

Thi s nmodul e concerns devel opnent of student records, individually and
as part of a class. Note that classes are based upon an Approved course
and can be added, deleted, and retrieved only by the System Adni ni strator
in the System Admi nistration nodule. This nodule allows you to devel op
classes to include registering students for the class, starting and
graduating the class, and finally upl oading the student records in the
class to BNA

This nmodul e all ows you to access student records froma BNA or MPS
downl oad or to create student records nmanually. The system enables you to
updat e student records with various kinds of personal, service, evaluation
and class information. The nodul e al so enables you to individually assign
del ete, drop, graduate, or reverse a student's status. Nunerous kinds of
reports are available to track student and cl ass progress.

The menus for the MCAIMS Student Modul e function are generally
arranged in a left to right and top to bottom hierarchy. Several options
are avail abl e under each selection. Typically, you will progress through
the menus fromleft to right (i.e., Tables, Miintenance, History, and
Report) in devel opi ng student records.

You may find it nore convenient to conplete all options under one
menu item fromtop to bottom before moving to the next nenu item For
exanmple, if you need to edit the RUC informati on on the Address tab of the
Student I nformation Maintenance dial og box (Paragraph 8.3.3.6, Figure 8-
29), you nust add a new RUC under Tabl es (Paragraph 8.2.3.1) for non-
default information. Cbviously, any reports you print will be conplete
only to the extent that the student records are devel oped. Note that if
the System Admi ni strator has not granted you access to this nodule, only
one option is available to you. That is, you nay view the student records
under the Mai ntenance option

Note that certain command buttons are shaded (e.g., Edit, Delete) if
records do not yet exist. After a record is created (Add button), these
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ot her command buttons becone accessible. |f the student has been graduated
or dropped, the Edit button will be shaded and you cannot edit that record.

8.2 TABLES

The three options under the Tables nmenu are Rank/ G ade, MOS, and RUC. Use
these tables to ensure that you have access to all the data you will need
to devel op and nmanage student information.

MCAI M5 autonatically installs a default set of rank/grade
designators, MOSs, and RUCs that you may select in updating a student
record.

The follow ng steps sunmarize how to access the options under the
Tabl es menu.

1. dick on the Student Cap icon. The MCAI M5 Student Managemnent
wi ndow (Fi gure 8-01) opens.

2. Choose the Tables option on the nenu bar. The Tabl es drop-down
menu (Figure 8-02) is displayed.

Student Management
File | Tables Mainkenance History Reports

@ Rankiarade Student

RLIC

Fi gure 8-02. Tabl es Drop-down Menu
3. Choose the desired option.

8.2.1 Rank/ G ade

MCAI M5 for Wndows is delivered with an installed table of ranks and grades
for civilians and the nilitary services. This option allows you to add,
edit, or delete non-default infornation that will appear in that table.

The information in this table will appear in the Servl tab of the Student

I nformati on Mai nt enance di al og box (Paragraph 8.3.3.1, Figure 8-22). From
t hose drop-down lists, you can select the appropriate rank/grade for the
sel ected student record.

1. Fromthe Tabl es drop-down menu, choose Rank/ G ade. The Grade/Rank
Tabl e selection list box (Figure 8-03) opens.

Grade/Rank Table i x|
SERVICE GRADE RANK DESCRIPTION B
CIVILIAN GS, GM, or eguivalent
CIVILIAN Gl]d GSJM GS, GM, or equivalent —I
CIVILIAN G5 GS05 GS, GM, or equivalent
CIVILIAN GO6 G506 GS, GM, or equivalent
CIVILIAN G07 GSO07 GS, GM, or equivalent
CIVILIAN G08 GS08 GS, GM, or eguivalent
CIVILIAN G09 GS09 GS, GM, or equivalent
CIVILIAN G10 GS-10 GS, GM, or equivalent
CIVILIAN G11 G511 GS, GM, or equivalent
CIVILIAN G12 GS-12 GS, GM, or equivalent
CIVILIAN G13 GM-13 GS, GM, or eguivalent
CIVILIAN 613 [GS13 |GS, GM, or equivalent
CIVILIAN 614 [GM14 |GS, GM, or equivalent |

Add | Edit | Delete | Exit |
Figure 8-03. G ade/Rank Table

2. Refer to Table 8-01 for an explanation of the data fields.
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Tabl e 8-01. G ade/ Rank Tabl e

| TEM DESCRI PTI ON

Service Non-editabl e field displaying one of the follow ng service
designators: civilian, foreign, USA USAF, USCG USMC
USN.

Grade Non-editabl e field displaying the grade for the
correspondi ng service and rank.

Rank Non-editabl e field displaying the rank for the
correspondi ng service and grade.

Descri ption Non-editabl e field displaying the nane of the rank for the
correspondi ng service and grade.

3. dick on the desired command button
8.2.1.1 Add

This conmand all ows you to add new service/grade/rank i nformati on not
included in the default list to the Grade/ Rank Tabl e.

1. Fromthe Grade/ Rank Tabl e selection |ist box (Figure 8-03), click on
Add. The Grade/ Rank Table Add dial og box (Figure 8-04) opens.

Grade /Rank Table: add =1 x|

SERVICE: |l2E1aiM ~ || GRADE: RANK:

DESCRIPTION: I

Save | Exit wfo Save |

Figure 8-04. G ade/ Rank Tabl e Add

2. Referring to Table 8-02 for an explanation of the data fields,
enter the required information to add new service/ grade/rank
informati on to your G ade/ Rank Tabl e.

Tabl e 8-02. G ade/ Rank Tabl e Add

| TEM DESCRI PTI ON PARAMVETERS/
FORVAT

Service A drop-down list of all services (including Up to 10
mlitary, civilian, and foreign) to which you al phanuneri c
may add a grade or rank. Scroll through the characters
drop-down list and click on the desired code.

Grade The grade for the correspondi ng service and Up to 3
rank. You nust conplete this field to save al phanuneri c
the record. characters

Rank The rank for the correspondi ng service and Up to 6
grade. You nust conplete this field to save al phanuneri c
the record. characters

Description | The nane for the corresponding service, grade, |[Up to 40
and rank. You nust conplete this field to al phanuneri c
save the record. characters

3. Cdick on Save. |If the record already exists, a nmessage so inforns

you. dick on OK. Oherwise, the new information is added and the
systemreturns you to the Grade/ Rank Tabl e sel ection |ist box.

Version 4.0 8-3 9/ 9/03



MCAI M5 32 USER S NMANUAL

8.2.1.2 Edit

This conmmand allows you to edit a highlighted grade/rank for any service/
grade/rank information you have added to the table.

1. Fromthe Grade/ Rank Table selection list box (Figure 8-03),
hi ghli ght the desired non-default record by clicking on it.

2. Cdick on Edit. |If you click on a default record, a nmessage advi ses
you that you cannot edit the record. Click on OKto return to the
selection list box. Oherwise, a dialog box simlar to the one in
Fi gure 8-04 opens.

3. Referring to Table 8-02 for an explanation of the data fields, edit
the appropriate information in each field in the dialog box for any
service/grade/ rank information you have added.

4. dick on Save. The service/grade/rank information is changed in the
table, and the systemreturns you to the Grade/ Rank Tabl e sel ection
list box. Note that you nust manual |y change student records to
refl ect any servicel/grade/rank information or description changed
here; the information will not be changed automatically on any
student record.

8.2.1.3 Delete

This conmand all ows you to del ete any service/grade/rank record that you
have added to the table.

1. Fromthe Grade/ Rank Table selection list box (Figure 8-03),
hi ghli ght the desired non-default service/grade/rank record by
clicking onit.

2. Cick on Delete. |If you click on a default record, a nessage
advi ses you that you cannot delete the record. Cdick on OK to
return to the selection list box. Oherw se, a nessage appears to
confirmyour wi sh to continue.

3. Cdick on Yes. The record is deleted fromthe table G ade/ Rank
Tabl e, and the systemreturns you to the Grade/ Rank Tabl e sel ection
list box. Note that you nmust manual |y change pertinent student
records for any grade/rank record del eted here; the information will
not be deleted automatically fromany student record.

8.2.2 MS

MCAI M5 for Wndows is delivered with an installed list of nilitary
occupational specialty (MOS) codes. This option allows you to add, edit,
or delete information that will appear in that table. The information in
this table will appear in the Serv5 tab of the Student Information

Mai nt enance di al og box (Paragraph 8.3.3.5, Figure 8-28). Fromthose drop-
down MOS |ists, you can select the appropriate MOS for each category.

1. Fromthe Tabl es drop-down nenu, choose MOS. The MOS Tabl e sel ection
list box (Figure 8-05) opens.
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MOS DESCRIPTION u

0000 NO MOS

0100 BASIC ADMINISTRATIVE MARINE
o101 BASIC PERSONNEL AND ADMIN OFF
0107 CIVIL AFFAIRS OFFICER

0121 PERSONNEL CLERK

0131 UNIT DIARY CLERK

0151 ADMINISTRATIVE CLERK

0160 POSTAL OFFICER

0161 POSTAL CLERK

0170 PERSONMEL OFFICER

0171 MANPOWER INFO SYSTEMS ANALYST
0180 ADJUTANT

0193 PERSONNEL/ADMINISTRATIVE CHIEF

Add | Edit | Delete | Exit |
Figure 8-05. MOS Table

2. Refer to Table 8-03 for an explanation of the data fields.

Tabl e 8-03. MOS Tabl e

| TEM DESCRI PTI ON
MOS Non-edi table field displaying the MOS code
Descri ption Non-edi table field displaying the descriptive name for
t he correspondi ng MOS

3. dick on the desired command button
8.2.2.1 Add

This command all ows you to add new MOS information not included in the
default list to the MOS Tabl e.

1. Fromthe MOS Table selection list box (Figure 8-05), click on Add.
The MOS Tabl e Add di al og box (Figure 8-06) opens.

MOS Table: Add

MOS:

DESCRIPTION:|

Save | Exit wjo Save |

Figure 8-06. MOS Tabl e Add

2. Referring to Table 8-04 for an explanation of the data fields,
enter the required information to add a new MOS code to your MOS

Tabl e.
Tabl e 8-04. MOS Tabl e Add
| TEM DESCRI PTI ON PARAVETERS/
FORMAT
MOS The code for the MOS. You nust conplete this Up to 4
field to save the record. al phanuneri c

characters

Description | The nane of the MOS. You nust conplete this Up to 60
field to save the record. al phanuneri c
characters
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3. dick on Save. |If the record already exists, a nessage appears to
informyou. Cick on K. Oherwi se, the newinformation is added
and the systemreturns you to the MOS Tabl e selection Iist box.

8.2.2.2 Edit

This conmand all ows you to edit any highlighted MOS record.

1. Fromthe MOS Table selection |list box (Figure 8-05), highlight the
desired record by clicking on it.

2. Cdick on Edit. A dialog box similar to the one in Figure 8-06
opens.

3. Referring to Table 8-04 for an explanation of the data fields, edit
the appropriate information in each field of the dial og box.

4. dick on Save. The MXS information is changed in the table, and
the systemreturns you to the MOS Tabl e selection |list box. Note
that you nust nanual ly change student records to reflect any MOS
i nfornmati on changed here; the information will not be changed
autonmatically on any student record.

8.2.2.3 Delete

This conmmand all ows you to del ete any highlighted MOS record.

1. Fromthe MOS Table selection |list box (Figure 8-05), highlight the
desired MOS code by clicking on it.

2. Cick on Delete. A nmessage appears to confirmyour w sh to
conti nue.

3. Cick on Yes. The record is deleted fromthe table, and the system
returns you to the MOS Table selection |ist box. Note that you
nmust nanual |y change pertinent student records for any MOS record
del eted here; the information will not be deleted autonatically
fromany student record.

8.2.3 RUC

MCAI M5 for Wndows is delivered with an installed Iist of reporting unit
codes (RUCs). This option allows you to add, edit, or delete infornation
that will appear in that table. The information in this table will appear
in the Addr tab of the Student Infornation Miintenance di al og box
(Paragraph 8.3.3.6, Figure 8-29). |If you click on the Edit RUC MCC button
a drop-down |ist opens. Fromthere, you can select the appropriate RUC for
the sel ected student.

1. Fromthe Tabl es drop-down nenu, choose RUC. The RUC Tabl e sel ection
list box (Figure 8-07) opens.
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RUC Table i |

RUC MCC STREET ADDRESS 1 STREET ADDRESS 2
00011 |1JA MAG-11 30 MAW FMFPAC MCAS MIRAMAR PO
00011 |1KA MALS-11 MAG-11 3DMAW MCAS MIRAMAR PS(
00011 176 VMFAT-101 MAG-11 3DMAW MCAS MIRAMAR PO

0011 | J9w VMFAT-101 MAG-11 3DMAW (STUD PERS MCAS MIRAMAR PO

VMFAAW)-121 MAG-11 3DMAW MCAS MIRAMAR PO
00011 V6B VYMFEA{AW)-242 MAG-11 IDMAW MCAS MIRAMAR PO
00011 |VFB VMFA232 MAG-11 3DMAW

00011 |VFD YMFA 314 MAG-11 3DMAW

00011 |\VFE VMFA323 MAG-11 3DMAW

00011 |VFG VMEA(AW)-225 MAG-11 3DMAW
00011 |VRA YMGR-352 MAG-11 IDMAW

00012 183 3D SPECIAL SECURITY COMM TEAM
00012 [1.JB HQ MAG-12

MCAS MIRAMAR PS(
MCAS MIRAMAR PO
MCAS MIRAMAR PO
MCAS MIRAMAR OP
MCAS MIRAMAR PO
18T MAW FMFPAC

18T MAW FMFPAC

Add | Edit | Delete | Exit |

Figure 8-07. RUC Table

2. Refer to Table 8-05 for an explanation of the data fields. Use your
arrow keys to view all the information in the table.

Tabl e 8-05. RUC Tabl e

| TEM DESCRI PTI ON

RUC Non-editable field displaying the reporting unit code for
each unit represented in the table.

MCC Non-editable field displaying the nonitored command code
correspondi ng to each RUC

Street Non-editable field displaying part of the street address

Address 1 for each corresponding unit.

Street Non-editable field displaying part of the street address

Address 2 for each corresponding unit.

Locati on Non-editable field displaying the city, state, the fleet
post office (FPO, or the arny post office (APO for the
corresponding unit listed in the table.

ZI P Non-editable field displaying the ZIP code for the

correspondi ng unit.

3. dick on the desired command button

8.2.3.1 Add

This conmmand all ows you to add a new RUC code not included in the default
list to the RUC Tabl e.

1. Fromthe RUC Table selection |ist box (Figure 8-07), click on Add.
The RUC Tabl e Add di al og box (Figure 8-08) opens.

STREET ADDRESS: |

LOCATION: |

ZIP CODE: -

Save | Exit wio Sawve |

Figure 8-08. RUC Tabl e Add

2. Referring to Table 8-06 for an explanation of the data fields,
enter the required information to add a new RUC code to your RUC

Tabl e.
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8-7 9/9/03




MCAI M5 32 USER S NMANUAL

Tabl e 8-06. RUC Tabl e Add
| TEM DESCRI PTI ON PARAMVETERS/
FORVAT
RUC The code for the reporting unit code (RUC). Up to 5
You nust conplete this field to save the al phanuneri c
record. characters
MCC Monitored comand code indicating the Up to 3
installation to which the student is assigned. al phanuneri c
characters
Street Part of the address that will appear under the Up to 45
Addr ess headi ng Street Address 1. al phanuneri c
characters
Untitled Part of the address that will appear under the Up to 45
headi ng Street Address 2. al phanuneri c
characters
Locati on The city, state or FPO APO for the added unit. Up to 36
al phanuneri c
characters
ZI P Code The ZI P code for the added unit. Up to 9
numeri c
characters

3. dick on Save.
i nform you.

8.2.3.2 Edit

If the record already exists,
Cick on K. O herw se,

This conmmand all ows you to edit any highlighted RUC

1. Fromthe RUC Table selection |ist

box (Figure 8-07),

desired record by clicking on it.

2. Cdick on Edit.

a nessage appears to
the new information is added
and the systemreturns you to the RUC Tabl e selection |ist

box.

hi ghl i ght the

A dialog box simlar to the one in Figure 8-08

opens.

3. Referring to Table 8-06 for an explanation of the data fields, edit
the appropriate information in each field of the dial og box.

4. dick on Save. The RUC information in the table is changed, and the

systemreturns you to the RUC Tabl e selection Iist box.

8.2.3.3 Delete

This conmand all ows you to del ete any highlighted RUC record.

1. Fromthe RUC Table selection |list box (Figure 8-07), highlight the
desired RUC code by clicking on it.

2. Cdick on Delete.
conti nue.

3. Cdick on Yes. The record is deleted fromthis table,
returns you to the RUC Table selection Iist box.

A nessage appears to confirmyour wish to

and the system
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